
Attorney Case/Incident Creation                                                  Deployment Date 07/31/2016 Page 1 
 

CASE/INCIDENT CREATION FOR ATTORNEY GENERAL 

This document will show you step by step instuctions on how to create a new case and a new incident in CARE.  It will also show you 

how to create a new incident on an existing case in CARE.    

     

  

Select   

My Cases 

Select eFile 

New Case 
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Fill in all identifying information for your new 

case.  All Fields with an * are required.  Select 

the drop down box to select the correct 

document type that you will be filing.   Select 

Save Case when completed.  
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At the bottom select the 

red Click to View Error 

Message.  This message 

tells you what needs to be 

completed before the case 

and incident can be filed.   

Next select the New Incident + sign.  

This will start the creation of the new 

incident based off of the document 

type you selected earlier. 
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This is the start of your incident creation.  Most fields are completed for you based off the document 

type you selected earlier. However, you can make changes if needed by selecting the drop down box.  

Select Save Incident when you have completed this process.  
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Here you can see your 

incident has been created.  

Again you can see that the Click 

to View Error Message is red. 

Click on it.  

The Error message is telling you that you need to 

upload a Document.  Next you need to file the 

Petition for the Incident you created.              

Select the Add PDF Document.  
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First select Choose File.  Find the 

uploaded document you wish to 

file.  Then select Attach PDF 

Document.  

Notice the red Error Message box at the bottom of the screen is gone.  You have completed the necessary 

steps to file a new case and new incident in CARE (you have not eFiled yet).  At this point you could create 

another new case, such as a sibling or add an existing case and create a new incident. However, Party 

information is still needed.  Select the Create New Party.  
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Fill in as much information as 

you have on the party.     

Select Create. 

Here you can see that the party has been 

added but needs to be associated to the 

case.  That is what the red Error Message 

tells you. Click on the blue Link this Party 

to Case.  
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Check the box Related if the party is 

related.  Select the drop down box to 

choose how the party is related.  Once 

completed select the Add/Update.  

Here you can see that Miss Piggy 

is associated to Petunia Pig. 

Create all parties to the case.  
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You are now ready to eFile your new case and new incident with the court.  You could still Create a New Case or add an Existing case.  

You could create additional parties.  Once your filing is complete and you have no Error Messages you will select eFile.  Remember your 

case is only a pseudo case until the Court Clerk completes the filing.  
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To Create a New Incident on an Existing Case please see next page.  

 

 

 

 

 

 

 

Once you have eFiled your new case and incident, it will take you 

to My eFiled screen.  You can see that you have a New Case with 

Petunia Pig and  a New Incident with the Doc. Sub Type of Custody 

Petition.  The Status is Create Info.  This will change once the filing 

has been accepted.  
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CREATING A NEW INCIDENT ON AN EXISTING CASE 

You will use this process when you want to file a new incident on a case that already exists in CARE.     

 

 

First select eFile New.  Then 

Select Existing case.   

You can search by case number or first name and last name.  Select 

find.  Your search will appear in the bottom half of the screen.  

Select the correct case by clicking on + under Add.  
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Notice that the Click to View Error Messages in 

red appears.  The Message is telling you that 

you need to upload a PDF document or Add 

proposed verbiage.  You are creating a new 

incident so you are likely uploading a petition. 

Select the Add PDF Document.  

Select your Document Type.  Next select your Doc Sub 

Type based on the type of incident you are creating and 

filing.  Title your Document.  Choose your file and select 

Attach PDF Document.  
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It is now telling you that an incident is required. You could either add this 

document to an Existing Incident or Create a New Incident. For this training 

we are going to create a New Incident. Select the + under New Incident.    

Based on the Document Sub. Type you selected 

your incident is created.  You can make changes by 

selecting the drop down boxes if necessary.  Select 

Save Incident.  
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First fill in the name, DOB, Gender, phone, race and ethnicity for the new case.   

Second, if the address is the same as Tony Tiger Select the populate address/phone 

from drop down box.  Here you can select which party address’ you want to use 

and it will back fill that information for you.  Select Save Case.  

Let’s create another new case to add 

to this filing. Select the Create New 

Case.  
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You could add another Existing Case or Create another New Case using the same process.  

If you have any questions contact your CARE Trainer in your district.   

You are now ready to eFile your cases. 

Select eFile.  


